August 25, 2000

Chapter 7
Folders
Chapter Overview
Introduction Folders are on-line displays of information.

Y ou can identify a folder from a regular block by the following:

An Open Folder button = i splaysin the upper-left corner of a
folder block and

The Folder Tools button on the Toolbar EI isenabled (is not
dimmed) when your cursor isin afolder block.

Y ou can customize the display of datain folders and you can define your
own, private, folders. In addition to viewing data in folders on-line, you can
print and export the data.

Chapter Contents

Topic Page
Folder Menu and Folder Tools 3
Defining Query Criteria for a Folder 5
Sorting the Order of Data in a Folder 8
Customizing the Display of Data in a Folder 10
Managing Folder Definition 13
See Also Module 1, Fundamentals of the Modern DCPDS
" Chapter 3, Navigating the Modern DCPDS

Chapter 6, Retrieving Records

Term Folder Definition: Folders which you have “created” by customizing
standard modern DCPDS folders. When you customize a modern DCPDS
folder, you can “define” (specify) the records to be displayed (by setting
guery criteria), and you can customize the layout of the data displayed for
these records.

Continued on next page
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Chapter Overview, Continued

[lustration & Example of a Folder:

Folder Tools Bution is em]hled¢

Open Folder B Motifications Summary H[=] B3

Button E:I Open Actions % Cluery Only Open Notifications
indicates Jou Priority  Status Subject Date Sent Due Date  To
are in a folder i.]iomm Appointment Request for Person 04-MAR-1998 09:25:19 CARO
50 Open Appointment Request for Personn04-MAR-1998 14:32:32 CARQ
50 Open Career-Cond Appointment Reque:20-MAR-1998 08:59:42 CARQO
50 Open Reassignment Request for Person25-MAR-1998 08:27:33 CARO
50 Open Classification for , Position Descri27-APR-1998 08:42:51 CARO
50 Open Recreate History Request for Pers12 - MAY-1998 14:06:44 CARC
50 Open Career-Cond Appointment Reque: 15-MAY-1998 11:38:35 CARC
50 Open Appointment Request for Personn28-MAY-1998 19:35:29 CARC
50 Open Career Appointment Request for 129 MAY-1998 10:41:07 CARC
=] 50 Open Classification for Personnel Mana30-MAY-1998 14:18:27 CARQ
o | 2

WheretoFind  You will find many folders throughout the modern DCPDS. Many of them
Folders can be accessed via

Navigation List — View — Lists

Navigation List — View — Histories

Navigation List — Civilian Inbox

Customization By default, folders display all records matching your query, and all data fields
Features available within the folder. Y ou can, however:

Display a subset of records based on your specific criteria.
Display a subset of recordsin a specific order.

Automatically query for a subset of records each time you open a
specific folder.

Display only those data fields of interest to you.

Instantly modify the column width, sequence, and labels of the
data fields you want to display.

Save your folder customizations for future use.

Keep your folder customizations private or make them public for
others to access.

Make your customizations the default display for a folder.

Fundamentals: Folders

Mod 1, Chap 7, page 2



August 25, 2000

Folder Menu and Folder Tools

Purpose

Folder Tool
Palette

Folder Menu
Items

To customize folders, you will need to use the Folder M enu and the Folder
Tools Palette.

For many of the Folder menu items there is a corresponding button, which
performs the same function.

To access the folder buttons:

Click the Folder Tools button EI on the Toolbar, which
becomes enabled when you navigate to a folder block.

The Folder Tools Palette displays:
Slh e
=SCR E,'_;_.|§(

bl

Below arethe items|listed in the Folder menu and the actions you can perform
with them. Included for many is a button from the Folder T ools Palette that
you can use to perform the same function without using the Toolbar.

To... Click... Button
Create a new folder definition. Folder — New... I
=r
Open a saved folder definition. Eolder — QOpen... E@
Save current folder definition. Eolder — Save L“@i

Save current folder definition to anew | Folder — SaveAs...
one with a new name.

Delete an existing folder definition. Folder — Delete... |E_x
®

Show the current data field. Folder — Show Field E

Continued on next page
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Folder Menu and Folder Tools, continued

Folder Menu | tems (continued)

To... Click...
Hide the current data field. Folder — HideField
Move the current data field to the Folder — MoveRight

right.

Move the current data field to the left. | Folder — Move Left

Move the current data field up. This |Folder — Move Up
folder option is not available in the
Civilian Inbox.

Move the current data field down. Folder — Move Down
Thisfolder option is not available in
the Civilian Inbox.

Increase the width of the current data | Folder — Widen Field

: - = =
field. -
Decrease the width of the current data | Folder — Shrink Field O

. : L&l
field.

Change the prompt for the current Folder — Change

data field. Prompt...

Adjust all data field widthsto Folder — Autosize All...

completely show their data.

& Caution: This cannot be undone
without resizing each window.

Toggle the display of the Order By Show Order By
buttons so you can specify the sort
order for thefirst three data fields.

Display the query criteria for the Folder — View Query

current folder definition.

Erase the current query criteria. Folder — Reset Query

Display the folder tool palette. Folder — Folder Tools @l
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Defining Query Criteria for a Folder

Pur pose Y ou can easily customize a folder to display only the records you want to see.
Y ou do this by altering the query criteriafor the folder and then saving the
new criteriain afolder definition.

By default, folders display all records matching your query. Y ou can,
however:

Display a subset of records based on your specific criteria.

Automatically query for a subset of records each time you open a
specific folder.

gﬁ;g?gfgruzry Follow the procedures below to define a folder to display a particular set of
Folder records.

Step Action

1 | Open afolder, then click your cursor anywhere within the folder.

2 | Run aquery to retrieve the records you want, using Query Find or
Query-by-Example (Query Enter, Query Run or use a short cut key).

/; )
ifz Note: At least one record must be retrieved for the folder to
memorize the query.

3 | Click Folder — Save As...from the Main Menu Bar or from the
Save button from the Folder Tool Window if you want to save the
criteriain afolder definition. A Save Folder Window displays:

Save Folder
Folder I
Autoquery
® Always X Open as Default
C) Mever [ Public

C Ask each time

Cancel | OK |

4 | Type anew and unigue name for the folder definition in the Folder
data field.

Continued on next page
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Defining Query Criteria for a Folder, continued

Defining Query Criteriafor a Folder (continued)

Step

Action

5

In the Autoquery box, click:

© Always you want this query to perform every time
you open thisfolder definition.

@ Never  if you don't want this query to be saved with this
folder definition.
open thisfolder definition. If you check
this option, the following decision window
will display each time you open the folder
definition:

Decigion

@ Find all records in this folder?

If you want this folder definition to open automatically each time you
navigate to thisfolder, click:

[ Open as Default

If you want this folder definition to be saved as a public folder (for
others to access), click:

[™ Public

Note: If you click this box, other userswill be able to access the
folder definition and even use it as their default folder, but only you
will be able to modify it.

Click <OK>.

Continued on next page
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Defining Query Criteria for a Folder, continued

Subsequent Note: When you save afolder definition, the query criteria gets “locked in”
Queries f to the folder definition. If you perform another query on the same folder
definition, you actually guery on the subset of records that could possibly be
shown in that block.

I f you want to perform a new Query-by-Example on the complete set of
records, first reset the query for the folder definition befor e performing
the other query.

Resetting the To reset the query criteria for afolder definition (for example, to perform a
Query Criteria  new Query-by-Example on the complete set of records), follow the steps
below:

Step Action

1 | Click Folder — Reset Query from the Main Menu Bar to erase the
current query criteria.

The current folder name and its data field layout will be retained.
2 | Perform another query (see How to Define Query Criteria for a
Folder).

3 | Click Folder — Save from the Main Menu Bar or the Save button
on the Folder Tool Window to save the new query to your current
folder definition.

Viewing Query  To view the query criteria for a folder definition, while in the folder:

Criteriafor a . . )
Folder - Click Eolder — View Query from the Main Menu Bar.

A Folder Query Window will open that displays the query criteria for the
current folder definition.

Fundamentals. Folders Mod 1, Chap 7, page 7



August 25, 2000

Sorting the Order of Data in a Folder

Pur pose For multiple-record folders, you can define the specific order in which
recordswill display. To do this, you alter the sorting order of data.

Sorting the To alter the sorting order of data in a multiple-record folder definition:
Order of Data
Step Action
1 | Whilein the multiple-record folder block, move the data field(s) you

want to sort on to one of the first three data fields.

To move adatafidd, click in the data field and then click the Move
L eft button on the Folder Tool Palette:

«

Click Folder — Show Order By from the Main Menu Bar.

Y ou will now see an Order By button lsl under each of the first
three data fields.

& Example:
50 Canceled 04-MAR-1998 16:32:39 Spe
50 Canceled 05-MAR-1998 11:36:14 Car
] 50 Canceled 06-MAR-1998 09:18:49 Car
1l I_||| |_I||
A A 0

Continued on next page
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Sorting the Order of Data in a Folder, Continued

Sorting the Order of Data (continued)

Step

Action

3

Click the Order By button Il of adatafield you want to sort.
Click the button again until the message line displays the desired
sort setting.

Note:

Each Order By button ll acts as atoggle to switch the way the
data in the corresponding data field is sorted. The three sort settings
are

Ascending

Descending

No Ordering

When you click an Order By button, you will see the setting
displayed in the message line. Each subsequent click will change
the setting.

& Example:
Azcending
Count: 10 W

If you define multiple sorts, the records will display in the order of
thefirst data field’ssort. Then, within that first sort order, the
records will display by the sort in the second data field, and so on
for the third data field.

Click Query — Run from the Main Menu Bar to rerun the query in
your folder definition to apply any ordering changes (sorts) to the
records.

Click Folder — Save Or Folder — Save As... fromthe Main
Menu Bar to save the query criteriato a folder definition (see
Managing Folder Definitions).
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Customizing the Display of Data in a Folder

Purpose

Customizing
the
Presentation of
Datain a
Folder

Y ou can customize the presentation of data in afolder (that is, change the
display layout) using the Folder menu and Folder T ools.

Y ou can:

Display only those data fields of interest to you.

Instantly modify the column width, sequence, and labels of the
data fields you want to display.

Save your folder customizations for future use.
Keep your folder customizations private or make them public for

othersto access.

Make your customizations the default display for a folder.

Y ou can customize the layout of a folder before or after you run a query to
retrieve records into the folder. (If you want to adjust the column width of
any data fields, you may find it easier to judge the best width if you have

retrieved some records).

Step

Action

1

Open afolder.

2

Click the Folder Tools button EI onthe Toolbar. The Folder

Tool Palette displays:

] [ S
S| rEe E__;_. §(|

|

Fundamentals: Folders
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Customizing the Display of Data in a Folder, continued

Customizing the Presentation of Data in a Folder (continued)

Step Action

3 |- Clickinany datafield that you would like to move or adjust and
then

Click a Folder Tools button Or Click a corresponding item from
the Folder menu.

& Example:
Folder Tools %
E FEEET
e
= P %
a |y

Full Mame Mational Identifier Type

1. Click in the field ﬁ;
T

2. Click a Folder Tool

E People Folder

Result of example: The

first field (Full Name) @
swapped places with the

field to its right (National |~ =
Identifier)

Mational ldertifier Full Marne Type

4 | Continue making changes to the layout as desired. When the
display isasyou want it:
Click Folder — Save Or Folder — Save As... fromthe Main

Menu Bar to save the display formatsto a folder definition (see
Managing Folder Definitions).

Changing the Y ou can change the data field labels (column headings) in afolder. Thiswill

Field L abels not change the data field name in the database, it will change the label used in

(Column the folder’ sinformation display. Y ou may find this feature helpful in making

Headings) ina  yenorts more understandable, if you choose to print or export folder data. For

Folder example, you may decide that “SSN” is a more meaningful label than
“National Identifier.”

Continued on next page
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Customizing the Display of Data in a Folder, continued

Changing the Field L abels (Column Headings) in a Folder (continued)

Step Action

1 In afolder, click in adata field whose label (“field prompt”) you
want to change.

2 Click Folder — Change Prompt...from the Main Menu Bar.

A Change Prompt Window displays.

& Example:
Mational ldentifist Type Sex First Mame Date Of Birth Waork Telephon
= Change Prampt
il National Identifier
[+ Default | Cancel | 0K I
i1 [ —

3 Type a new datafield label in the Prompt data field; e.g., SSN to
replace National Identifier.

& Example:
Mational ldentifist Type Sex Fitzt Mamea Date Of Birth Wark Telephon
=
Prrompt |55N
e Default | Cancel | 0K I
1 [ I—

/.
l} Note: If the datafield label has been changed from the original
data field prompt, you can click <Default> to display the original
(“default”) prompt (in this example, the default data field prompt
is“National Identifier”).
4 Click <OK>. The new data field label will be displayed in the
folder.

& Example: “National Identifier” has been changed to

“SSN.”

5 Continue making changesto the layout as desired. When the
display isasyou want it:
Click Folder — Save Or Folder — SaveAs... to savethe
display formatsto a folder definition (see Managing Folder
Definitions).
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Managing Folder Definitions

Pur pose This section explains how to manage the folder definition you have created.
After you have customized a folder’ s query criteria and layout, you can save
the customizationsto a folder definition. Y ou can open and modify existing
folder definitions, create and save new folder definitions, and you can also
delete folder definitions.

Opening a To open an existing folder definition that does not display automatically as
Folder the default folder definition:
Definition
Step Action
1

Click the Open Folder button =¥ inthe upper left corner of
the folder window.

Or
Click Folder — Open from the Main Menu Bar.
A ligt of folder definitions displays.

& Example:
=] opEn acTions n
ICanceled Actions ROACHEC
OPEM ACTIONS ROACHEC
TRAINING REQUESTS HAVELC
K| ;IJ
AF e | Carce

2 Click the folder definition you wish to open, then click <OK>.
The folder definition you selected displays.

Continued on next page
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Managing Folder Definitions, Continued

Saving In most cases, after you have customized a folder’s query criteria and display
Modifications  you will want to save those alterations.

to a Folder e L. . C ..
Definition To save modifications to an existing folder definition, thereby revising the

existing folder without creating a new folder definition, smply:

Click the Save Folder button | Eéll on the Folder Tool Palette.
Or

Click Folder — Save from the Main Menu Bar.

CreatingaNew Y ou can create and maintain a number of different folder definitions, based
Folder on unique variationsin query criteria and display formats. There are two
Definition basic ways to create a new folder definition:

1. Create anew folder, customize it, then save it.
OR
2. Customize an exigting folder and then perform the “Save As’ function.

Both procedures will maintain the existing folder and create a new folder with
your customizations.

New Folder
Procedure
Step Action
1 | Navigateto afolder; e.g., Civilian Inbox.
2

Click the Folder Tools button EI on the Toolbar. The Folder Tool
Palette displays.

Continued on next page
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Managing Folder Definitions, Continued

New Folder Procedure (continued)

Step

Action

3

Click the New Folder button D.r' on the Folder Tools Palette.

Or
Click Folder — New ... from the Main Menu Bar.

A Create New Folder Window displays:

Create New Folder

Folder I

Autoquery

C! Always " Open as Default
O Never [ Public

@ Ask each time

Cancel | 0K I

4 | Type anew and unigue name for the folder definition in the Folder
data field.

5 | Inthe Autoquery box, click:

® Always you want the query you define to perform
every time you open thisfolder definition.

@Never  if you do not want the query you define to be
saved with thisfolder definition.

open thisfolder definition. If you check
this option, the following decision window
will display each time you open the folder
definition:

Decigion

@ Find all records in this folder?

Fundamentals: Folders

Continued on next page
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Managing Folder Definitions, Continued

New Folder Procedure (continued)

Step Action

6 | If you want thisfolder definition to be the one that opens
automatically each time you navigate to thisfolder for the first time
after opening the form, click:

[ Open as Default

f Note: If you save a folder definition to “Open as Default” and then
later save another folder definition as “Open as Default,” the second
definition will be the new default.

7 | If you want thisfolder definition to be saved as a public folder (for
others to access), click:

[~ Public
f Notes.

If you click this box, other users will be able to access the folder
definition and even use it astheir default folder, but only you can
modify it.

If you modify a public folder, saving it makesit a private folder.

8 | Click <OK>. The new name of the folder displaysin the upper |eft
corner of the Folder Window.

9 | Customize the folder’s query criteria and data display as you want for
the new folder definition (refer to Defining Query Criteria for a
Folder and Customizing the Display of Data in a Folder).

f Note: You can also perform the folder customization before you
click the New Folder button (that is, before steps 3-8).

Click the Save Folder button | Eéll on the Folder Tool Palette.

Or
Click Folder — Save from the Main Menu Bar.

& Caution: You must save the new folder definition; it is not
automatically saved when you create it.

Continued on next page
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Managing Folder Definitions, Continued

Save As Follow the procedure below to customize an existing folder and then perform
Procedure the “Save As’ function. Thiswill maintain the existing folder and create a
new folder with your customizations.

Step

Action

1

Customize the folder’ s query criteria and data display as you want for
the new folder definition (refer to Defining Query Criteria for a
Folder and Customizing the Display of Data in a Folder).

Click Folder — SaveAs... from the Main Menu Bar or the Folder
Tool Palette Save Button on the Toolbar to save this criteriain a
folder definition. A Save Folder Window displays:

Save Folder
Folder I
Autoquery
® Always X Open as Default
C) Mever [ Public

C Ask each time

Cancel | OK |

Follow steps 4-8 of the “New Folder Procedure’ to title and select the
save options in the Save Folder Window (it isthe same asthe Create
New Folder Window).

Y ou have now created a new folder definition; the original folder
definition will also be maintained.

Continued on next page
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Managing Folder Definitions, Continued

Deleting a Y ou can delete only folder definitions you have created.
Folder
Definition
Step Action
1 | Navigateto afolder.
2 - ¢l
Click the Delete Folder button on the Folder Tools Palette.
Or
Click Folder — Delete from the Main Menu Bar.
A Delete Folder Window displays.
& Example:
Summer Hires 1938
emporary Emplovees ¥
i . o
Find | 0];8 I Cancel |
3 Click afolder definition from the list in the Delete Folder Window,
then click <OK>.

Continued on next page

Fundamentals. Folders Mod 1, Chap 7, page 18



August 25, 2000

Managing Folder Definitions, Continued

Querying for a  You can define and alter the query criteria for any folder and save the criteria
Folder in afolder definition.

Step Action

1 With the Civilian 1nbox Window open, run the query that you
want by usng Query — FEind from the Main Menu Bar or F8.
At least one record must be retrieved for the folder to memorize
the query.
2 Click Folder on the Main Menu Bar then click Save As, if you
want to save this query criteriain a folder definition.

3 The Save Folder Window displays. Typein a namein the Folder
datafield. Click one of the buttons under Autoquery, select the
checkbox for “Open as Default” or “Public,” and click <OK>.

Save Folder %]
Folder
Autoquery ————— —
® Always % Open as Default
C Mever [ Public

C Asgk each time

Cancel | | 0K I

Continued on next page
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Definitions, Continued

Action

With the Civilian Inbox Window open, run the query that you
want by usng Query — FEind from the Main Menu Bar or F8.

Click Folder on the Main Menu Bar then click Reset Query. This
clearsthe WHERE clause from the current folder definition but
retains the current folder name and its field layout.

Click Folder and then View Query from the Main Menu Bar to
view the query criteria for afolder definition.

Perform another query and click Folder and then Save from the
Main Menu Bar or Folder Tool Palette Save button to save the new
guery to your current folder definition.

Resetting the
Query
Step
1
2
3
4

To alter the sorting order of data in a multiple-record folder
definition, select Folder and click Show Order By from the Main
Menu Bar. This menu item acts as a toggle switch to display the
Order By buttons for thefirst three fields of a multiple-record
folder block. The Order By buttons appear beneath those fields
that can be changed.

Exporting Data  Since only 10 entries display in a window, you may want to export your data
into an Excel spreadsheet or to atext file.

Step

Action

1

With the folder open to the data you want to export, on the Main
Menu Bar, click Action and then click Export. The Export
Data Window displays with the button selected for “ To Microsoft
Excel”.

Export Data

@®:To Microsoft Excel
X Autosize all columns
C Ta atextfile (tab-delimited)

Browse. i

Cancel I ‘ Export J

Fundamentals: Folders
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Managing Folder Definitions, Continued

Exporting Data (continued)

Step Action

2 Click <Export>. A Progress Message displays. Once the data
populates, follow Excel spreadsheet procedures for sorting and
printing.

3 If you want to export to atext file, select the second button. The
datafield opens. Click <Browse...>which is now activated.
Select the location for your file and give it a name.

4 Access the drive where you have exported your file, open it, and
proceed.
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